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Report of Bemr&g Management Survey of Executlve Reglstry,
gffice of the Director

I. PORPOHE:

B0 peview the effectiveness of the rscords systems and mall
snd file operstions of the Bxecutlve Reglstry.

II. BACKCROUND AND AFPROACH:

Assistant to the Pirector) | requested a follow up 251
review of the records mansgement survey made in 1958. The review
began on 29 April 1963 and involved interviews with principle users
of the Reglstry and examination of mail control procedures, filing
systems, and personnel requirements.

III. FINDIRGS:

1. The Executive Heglstry is charged with receiving and dis-
patching all mail; maintaining a central document file for
the immediste Office of the Director, and controlling all
papers throughout the Office.

£. The Reglstry is the office of record for official actions , !
of Agency top menagement, and the files it mainteins |
document their decisions end policies. The menner in ‘
wiilch these files are maintained and serviced is of utmost
importence in the processing of papers for executive sction.
he Reglstry mst provide promptly papers needed for decision
mking, and it must be prepared to furnish all papers ‘
partinent to the subject being considered. , —

3. In genersl, pereons using the Reglstry are pleased with
the pervice, but in some instances users felt a need for
agsurence that the Reglstry is furnishing all papers
pertinent to & given sublect.

%, Procedures for handling commnications in and with the
Office of the Director have been published in[ | 25X1
Put no yritten instructions have been prepared detalling
the responsibilities, procedures and services of the
Reglstry. ,

5. fhe Reglstry is in a unigue position organizatlionally snd
in many respects renders s highly personmlized service to
top officiels. Its personnel and operating procedures mst
pe sufficiently flexidble to satisfy the veried demands of
such & service.
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: 6. As noted by ths survey of 1958, the high rate of furnover
| fweaxmﬁmwmgmmmmm

. Tha Chief 5f the Execubive Registry serves alsc ag Ares
T tecords Officar for the Offics of the Dirvector. iHe has
m:ﬁ@ﬁmwmmmmm
control scheditle and sdopting asny of the recommendations
| sade in the survay of 1958.

IV, CORCIVBIONS:
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y 1t znzdna is high. However, lmpi

wocedures, filing ms mré: mzm;
Mﬁm of parsonnel Turnove

V.' 247

L« FPrepare writien procoRires
¢. BRevise Becords Cantrol Schedde

E. Bire older, exgerienced porsonnel.
F. Xeep work lLosd Statisties
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Present Flling Systen of Dweeutive Reglstry
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Source ¥iles

Theye fmﬁmwwmym conteln both ineconing and

Wzﬁg COTTERLUNRS]

CIA Components (by crgauizstion)
¥hite House

Stale

Defenpe

Joint Chisfs of SisfY

DIA

Aray

Bavy

Alr PoTes

Mmig £ile contalns correspondence with the gensral publle on various
subjocts and :la arvanged aiphsbeticslly by name of writer.

%iﬁmﬁmue&l subject flle. AMrhwbwumm@maﬁ
of & customer or at the disoretion of the Chief, Exscutive Reglstry
Subject hesdings for the folders are assigned by Ww me
%m&m@%mhﬁeﬁﬁmﬂrwmmm;x
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25X1
3 veno of Conversation
#eCone Conversatlons

CIA Career Service Board |
Commendntions .
Coyner Btone Ceremany z

commendations -~ Efficleney Report

Contidentinl Punds |
Conguliants |
| Board of Consultants (Suxvey) ;

ILLEGIB - |

25X1
25X1
porelgn Mfﬁiﬁ
25X1 Forelgn Affairs - |
mj_gﬁ fervice Bducetion Foundstion -~ 25X1
3 Pand :
25X1
25X1
25X1 J
25X1

25X1

5 - Habtional Defense Execublve Reserve
Hations) Becurity Hedsl
dmtional Cordtiee Free Durape
Gationsl Intelligence Survey (HIS)
Hose Bast Foundatlon
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VYagrant (See HATO)
Voleie tv{ﬁ;;e of Avericu}

Y2 ~ U-2 Incident May 1, 1960
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A. PREPARE PROCEDURAL INSTRUCTIONS FOR REGISTRY OPERATIONS ARD
APPROVE THEM AS POLICY

1. The Executive Registry receives, controls and dispatehes all

2.

mail for the iuvmediste Office of the Director, and maintains
the official Tiles of that Office. The work involved in this
operation includes:

Logging

Abstroeting

Routing

Plspatehing

Opersting a Courier service
Classifying docusents for Iiling
Piling

fenrching

Maintaining cross reference files
Preparing 2 daily reading rile
Assewbling documents for forvarding
Reproducing docusents

Testroying documents

Retiring documents

Written instructions for key steps of the total operation snd
the services performed should be prepared end approved as pol-
{ey. Sueh instructions would give the Registry a more formal
status in Office operations; would clarify responsibility and
would inforw top officisls of services provided. These in-
structions should inaclude ap updated disputch guide and s
description of the types of papers needed in the dally resding
folder.
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PROPOSED FILES ARRARGEMENT FOR
rety REGISTRY

EXECUTIVE
BEFERENCE FILES OFFICE SUBJECT FILES PUBLIC RELATIONS PILES
1. CONTERT: 1. CONTENT: 1. CONTENT:
Action papers Subject case folders " Crank sail
Information papers Action pewos Hequeste for information
Intelligence Informstion Expcutive Msuos Cowplaints
reports Genersl sorrespondence
Pinished intelligence recaived snd sent by
Cther miblications the Office
Records of Staf? weetings
2. ARRANGENENT: 2. ARBANGEMERT: 2. ARRANGEMENT:
Chreonologically, Bubject-numeric systes. Alphabetically by name
mamrically or of witer,
alphabetically
a8 appropriate,
3. DISPOSITION: 3. DISPOSITION: 3. DISPOBITION:
Temporary. Destroy Permapent. Cut off at Tewporary. Destroy after
action papers after end of each ep) 3 sooths. (Bxcluded are
6 momths; all others year; hold 2 Ussrs then thoee cases resulting in
after 3 wouths. transfer to Records investigation.)
Center.

IR
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B. mamm~mmmmmmmmcm
OF THE OFFICE

1. The present filing system of the Registry involves three basic
arrangenents (Attachment A)}. There is & source file arranged
by CIA components and other Pedsral sgencies; sn alphabetical
file of correspondence with the gemeral public arranged by
pame of writer, and a subject case file arranged alphebetically
by title of subject. Access to these files is controlled by 2
Master Log file srranged by ER maber and showing the filing
lcestion. Five cross reference files are mointained by source,
subject, to and from, alphabetical, and ehronclogicsl. These
furnish the ER nusber and lesd the ssarcher to the Smster log
for Tile location.

2. Although this system has been able to profuce wanted papers
expeditiously, it doesm not provide the guality of document-
ation possible. Subjects are scattered and tewporary and
_permenent records are wixed in the fTiles. Finding documents
secomes too dependent on crose reference files and the Reg-
tstry number. Control records, which should be used to
scacunt for a peper wntil it is ready for file, become &t
index that must be retained indefinitely. At the present tive
87 trays of Master logs and cross reference files are meintained
in BER for the period 1953-1562.

3. A properly organized subject-numeric £ile brings together all ;
pspers relating to & perticular functlonm, project or case; 1t
segregates permanent and temporary recordis 80 that no screel-
ing of pepers is required for retirvement or destruction; and
the system requires no index. The files arrangement proposed
for the Registry (Attachwent B) uses the subjlect-numeric systen ;
for those papers considered to have permapent retention velue. !
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The prasent records conityol sched ;

%@igﬂﬂmﬁﬁm instructions sre no longer spplicable,

ney iteas ghould be added to corply with destruction stancsrda
mnﬂwamdﬁrﬂmam%waf

f:m mlx eataw, the mimutes sod other docurentetion
&f&emﬁtﬂm’ dsily Staff meetings, 4o not sppear on the
present schednle, end no formal m&.ﬁm exists regayding their
£inal 4ispositlion.
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PREPARE A TRAINING BCHEDULE

The Chief of the Executive Registry is alsc Area Records Officer
for the immediate Office of the Director. Be is & working super-
visor vbo must heve a good knowledge of records umansgement
techniques relsating to mail and files operations,equipwent uti-
zation as well »s records scheduling, evalustion, destruction
and retiresent. For self ieprovenent, and in order to keep sbresst
in the expaniing field of records menagement, the Chief and his
deputy shonld take training courses pertinent to their work. To
equalise the worklosd, s training schedule should be prepared
covering Agency and G5A courses. Awmong Agency eourses those in
basic supervision and the writing workshops should be included.
G8A offers workehops in the mepagewent of uwall, corresponience
snd forms; records disposition and an overall records management
workshop.
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HIKE OLDER , BXPERIRNCED FERSCHNEL
mmafwmmtwmrmmmmmm@lﬁﬁ

remains & provlem. An effort should be wade to procure clder uen

wwmﬂ;ﬁhmﬁm%ﬁ#ﬂmmmw&wm
of competence, and vho would foel satisfaction In working for top
Ageney officials. The trexd toward hiring of older cleriesl
workers has been underway for some years in the business worid snd
good resulis have Leen reported.
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1. wWork load statistics are not kept by the Reglatry, sl
without these no dafinite conclusions can be remched s o
mmnpover needs. Duxcing the course of the survey, the (hief
of Executive Regletry conplled statistics for & one week
pariod. (Attachment A). This is not n sufficient period
oF tize o secure 4 ralisble projection of the yesrly work-
load. However, ¢onsidering mwwmw&m&
during this week, Executive Reglatry is Msc@lirng 4§ sove
itens than a[ |registry chargsd with 3 positions. ﬁa&s
;ﬁgﬂmwm only cubles and dispatches snd does so

2. Owertine in Exscutive Registyy is used for veguired daily
azd Baturdsy ¢ mmﬁmm@smmm;ww&.
gveriion in B mgistﬁaﬁ recently stuldisd rangsd ;
bO $o 5 hours per wesk.

3¢ Btatistlics oo documents logged in and out end reference
“@%@m serviced should be mainteined on & sopthly basis
and raported 4o the Special Asmistent in chavge of the
::agiﬁry, Over & period of tize, such statistics ocan be
wre significantly related to zanpowes requiresents.
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Executive Regletry Workload

16-22 May 1963
Pocuments Researah
{In-Cut) Requests
646 14
555 27
01 3%
k33 W
AL
é% for 5 days. i%? for 5 days.
W6s for L dn. 15 for 1 4=,
58 for 1 hr, & ror 1 b,

ATTACHMENT A

Speeial Materisl and
ErEs oY (In-Out)

i
65
53
51
60
5% tor 5 days.
59 for 1 4s.
T for 1 hr.
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